APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

This appendix prescribes step-by-step instructions for obligating and awarding cooperative
agreements, task agreements, and interagency acquisition agreements in Procurement Desktop
(PD). Procurement Desktop is the Department of the Interior Electronic Acquisition System
(IDEAS) software.

COOPERATIVE AGREEMENTS:

1. Create an Optional Form 347 by choosing “Procurement,” “Pre-Award/Award,” “Awards,”
and then “Simplified Purchase.”
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

Sequential
Org Code EY Number
2. Cooperative agreements are numbered asfollows: H {1253} 00 {0001
Numbering of the OF-347 is the same.
3. Choose the option “FPDS NOT REQUIRED.”
(5] x]

™ Procurement Desktop

File Edit Procurement  Uklities  Window  Help

lZ28mooD & RS & a9 | B

" Create New Simplified Purchase
Simplified Purchase Type |Purchase Crrcler (OF 347 d
Prefix |H |

Document Mumber r—|84SDD2DDD1

Description | CREC - PEFQ

Cancel |

[Feagy I [uezazmz zzapm |

4. Creation of the OF-347 for cooperative agreements is for obligation purposes only. In the
Line Item Extended Description block of the OF-347, type in a statement such as “This
document serves as the obligation document for Cooperative Agreement Number
H . See attached cooperative agreement for more information.”
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APPENDIX B

5. Attach acopy of the cooperative agreement to the OF-347. Go to “Utilities’ and select

“Document Import.” The document you are importing must be on alocal drive or a disk; it
cannot be on a shared network drive.

" Procurement Desktop

File Edit Procurement | Utiities Window Help

uﬁ & R Cocurnent Inport. . |@ 2 B | I
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OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

Y ou will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[T Select &l
2 Attachment(s) associated
& P1116020045101 26 Aug 2002 09:55
E HF C-F A0S Cooling Toweer-SOh dvhaarma
Atachment
S p1116020045/02 26 Aug 2002 09:53
E HFC-FAC-DC Cooling Towver-Prici dvhaarma

Atachment
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8. Onceyou click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop

Extemal Atachment

(=] =]
File Edit Procurement Utilities ‘Window Help
2o moag & 2% |& ar=mee| B
&l AM IN BOX =] E3 ||+ inbox M =] || =] Kimberly's Cabinet S [=]
Type | Mumher | Descipon el Type | Wumber | Descipon || Type | Mumber | Descrpion |1
£8 HFC-JELA-Exhibit Fabrication !EI R1180020104
HF Z-PISP-Exhibit Fabrication
SRSl im HFC- JELA-Exhibit Fabrication [ _ (O] %] Folder
‘E Type I Humber Description I Lazt Updated R1190020102
P cu [EYE 7119002008701 \ 0818/2002 081 =] Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelops g HF C-JELA-Exhihbit F j mlweolfe Folder
FROS 279 2
Ei:r_—l R1150020092
HF C-MERI-Exhihit Fabrication
Envelope Falder
Task Order
T115900200497i01 09 ar2002 06:1 EI Samples
Envelope =2 HFC-JELA-Exhibit Fahrication miwalfa Folder
Kl

4]

HF C-CREMO-Exhibit Fanels
Envvelope

HF C-AY Wini DV Cam
Envvelope

4] | 3

[

4] |

5] SAMPLES ==l E3
Zl Purchase Ca... [SI[=]

Ready

5| FY0O Purcha... [51[=] E3

gl Training 2|0 Zlcancelled Ac... [S][m]
I September 18, 2002 &:21 A

Outbox 2|0] x|

4 amM TEAM BOX =] [m]
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9. Approve using the “Award Approval” option.

" Approwal

—Approval templates

AWARD (Exizting Contracts - Mo FFS Link)

Asvard Spproval

—Approval for object

=0 T1190020097
10

=2 HFC-JELA-Exhibit Fakrication
Task Order

- Approval types for selected template ——

Awvard § Obligate Approval

OK

Cancel

Y ou will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

Maintrame ; |
Login 1D

Passward ;

FFS Login I |

Password ;

OK Cancel

Host FFS SEC1 Code i

Please enter your SEC1 Code

Secl Code ;

OK
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TASK AGREEMENTS: USE THESE INSTRUCTIONS WHEN YOU ARE ISSUING
TASK AGREEMENTSTO THE COOPERATIVE AGREEMENT TO OBLIGATE
FUNDS.

1. Create an Optional Form 347 by choosing “Procurement,” “Pre-Award/Award,” “Awards,”
and then “Simplified Purchase.”

Sequential
Org Code EY Number
2. Task Agreements are numbered asfollows. J {1253} 00 {0001
Numbering of the OF-347 is the same.
3. Choose the option “FPDS NOT REQUIRED.”
™ Procurement Desktop =] x]

Eile Edit Procurement LUkilities Window Help

lZ2aEn D & RS (8 |aryruRe| B

" Create New Simplified Purchase
Simplified Purchasze Type |Purchase Crrcler (OF 347 _ﬂ
Prefix | |

Document Mumber I.J84SDDZDD1 X

Description I TASK AG

Cancel |

5 AGREEMENT...
[Reasy I Turezzzmz zzrm |

4. Creation of the OF-347 for task agreementsis for obligation purposes only. In the Line Item
Extended Description block of the OF-347, type in a statement such as “ This document
serves as the obligation document for Task Agreement NumberJ issued
under Cooperative Agreement NumberH . See attached task agreement
and cooperative agreement for more information.”
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5. Attach a copy of the cooperative agreement to the OF-347. Go to “Utilities’ and select
“Document Import.” The document you are importing must be on alocal drive or a disk; it
cannot be on a shared network drive.

" Procurement Desktop
File Edit Procurement | Utiities Window Help

|l=eaEo @ .

= e

Docurnent Irnpart, ., |@ f@ @ | [!_+

Docurnent Expott, .,

‘word Processing
Spreadshest

“Weh Browser
Reference Library. ..

Alerts »

Systemn Administration

. SURYEY PETR

Qrganization Maintenance » —
[escription

Preferences. ..

Fe v Toob LSTRAL SURY

reement Form

Outbox f=d =] B {1 5] POSIMSE

S PRMA = (0] || [ E o]
I Ready I June 25, 2002 10:30 A

&[0 x]
B s o< E i 5 o <]
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Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

Y ou will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[T Select &l
2 Attachment(s) associated
& P1116020045101 26 Aug 2002 09:55
E HF C-F A0S Cooling Toweer-SOh dvhaarma
Atachment
S p1116020045/02 26 Aug 2002 09:53
E HFC-FAC-DC Cooling Towver-Prici dvhaarma

Atachment
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8. Onceyou click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop

Extemal Atachment

(=] =]
File Edit Procurement Utilities ‘Window Help
2o moag & 2% |& ar=mee| B
&l AM IN BOX =] E3 ||+ inbox M =] || =] Kimberly's Cabinet S [=]
Type | Mumher | Descipon el Type | Wumber | Descipon || Type | Mumber | Descrpion |1
£8 HFC-JELA-Exhibit Fabrication !EI R1180020104
HF Z-PISP-Exhibit Fabrication
SRSl im HFC- JELA-Exhibit Fabrication [ _ (O] %] Folder
‘E Type I Humber Description I Lazt Updated R1190020102
P cu [EYE 7119002008701 \ 0818/2002 081 =] Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelops g HF C-JELA-Exhihbit F j mlweolfe Folder
FROS 279 2
Ei:r_—l R1150020092
HF C-MERI-Exhihit Fabrication
Envelope Falder
Task Order
T115900200497i01 09 ar2002 06:1 EI Samples
Envelope =2 HFC-JELA-Exhibit Fahrication miwalfa Folder
Kl

4]

HF C-CREMO-Exhibit Fanels
Envvelope

HF C-AY Wini DV Cam
Envvelope

4] | 3

[

4] |

5] SAMPLES ==l E3
Zl Purchase Ca... [SI[=]

Ready
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9. Approve using the “Award Approval” option.

" Approwal

—Approval templates

AWARD (Exizting Contracts - Mo FFS Link)

Asvard Spproval

—Approval for object

=0 T1190020097
10

=2 HFC-JELA-Exhibit Fakrication
Task Order

- Approval types for selected template ——

Awvard § Obligate Approval

OK

Cancel

Y ou will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

Maintrame ; |
Login 1D

Passward ;

FFS Login I |

Password ;

OK Cancel

Host FFS SEC1 Code i

Please enter your SEC1 Code

Secl Code ;

OK
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ANOTHER METHOD - TASK AGREEMENTS: USE THESE INSTRUCTIONS WHEN
YOU ARE ISSUING TASK AGREEMENTSTO THE COOPERATIVE AGREEMENT
TO OBLIGATE FUNDS.

1. Create a Standard Form 26, Contract, by choosing “Procurement,” “ Pre-Award/Award,”
“Awards,” “Contract.”

" Procurement Desktop [_[=]

File Edit | Procurement  Utilities  Window  Help

JI,&@ Requirements ’h|§|ﬂﬁ%@@|[‘t
Pre-Award | Award Solicitations 3 |

Post-Award

Simplified Purchase

ReleasefIssue BPA Setu
'll'— Audit Tracking = 2

Mileskane Plan. .. wendor Dispute Tracking
Announcernent
Attachment, .,
Checklist...
Correspondence 3
EC Actions 3
EPDS »

Conkrack

1A Agreement

Reports

w'orkload »

[Ready I Jtuneza zo0z az3 PM
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Sequential
Org Code FY Number
2. Cooperative agreements are numbered asfollows: H {1253} 00 {0001
Numbering of the OF-347 is the same.
3. Choose the option “FPDS NOT REQUIRED.”
™ Procurement Desktop !E

File Edit Procurement  Uklities  Window  Help

lZ28mooD & RS & a9 | B

" Create New Contract [ X]
contract Type [Contract (SF26] |
Prefix IH j

Document Mumkber '—H 250020001

Descrigtion | CREC - FEFO
[ FPD:

Cancel |

[Reasy . I Tiunez# 002 mi3Pm

4. You do not need to complete the entire document nor generate clauses. This document will
be used only as a document to create and obligate task agreements to the cooperative
agreement. On the SF-26 the items required to be completed are:

Item 2, “Contract Number.”

Item 5, “Issued By.”

Item 7, “Name and Address of Contractor.”
Item 12, “Payment will be made by.”

Line Item Description: In this block you can type in a statement such as “Informational

document for Cooperative Agreement NumberH . See attached
cooperative agreement for more information.”
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5. Approve the document using “AWARD (Existing Contracts- No FFSLink).”

™ Procurement Desktop ! E

File Edit Procurement  Ukilities  Window  Help

lz2omon & 2% & a/y9e8 B

4

— Approval templ —approval for object

£ Ol g Contracts - Mo FFS Link) J243002001%
Aspeard Spproval S TASK AGREEMENT 3 - CREC

Simplified Purchasze

—aApproval types for selected template

Avvard § Obligate Approval

Cancel |

LT Hs=42002001 - CREC - PEFO prmfherna
Folder

<] |

gl Patricia’s Ca... [1[El B3 || 5 Po-Ma =]
[Reade I Iwrezaz00z 339 fm
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6. Release the document by choosing “Procurement” and then “ Release/l ssue.”

" Procurement Desktop
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TO CREATE A TASK AGREEMENT AFTER CREATING THE SF-26:

1. Highlight the SF-26, Contract, you created for the cooperative agreement. Choose
“Procurement,” “Post-Award,” and “Task Order.”

" Procurement Desktop [_ =]
File Edit | Procurement  Ukilities  Window  Help
Jlﬁ @ Reguirements ; | @ | el J @ ? @ | m:-

Pre-Award | Award #

-

Post-Award Modification 3
m ReleasefIssue BP& Call
Typ ) Delivery Order
Milestone Plan,. . -
Announcement
Receiver
Attachment. ..
ﬁ Checklist. .. Ayward Status DR/OR/Z002 165
. Correspondence »  ¥endor Performance prafherna | o
. EC Acti 3
Recai ;PDSE ons > dudi Tracking 412002 161 4|
F - - “endor Dispute Tracking 0B/06/2002 16:5 erna
Reports P pmtharna
Simpli & .
workload 3 Termination 972002 133
< |hema
4| | H
R1253020143 OB 9/2002 13:2
State of MM - G1250020010 prifherna
Folder
0B/06/2002 15:4
@ Ha43002001 - CREC - PEFO pmtherna b
Folder
1] | P

5] PO-IMSF =] Ed || 5 contracTinG = =1 ET
‘| PR-MO EIEI- ‘| PO-MO EIEI- Z] BPA Calls J=2ml B

S| PR-MA F= =1 B3 | S ersanasE = [T B3 | | 5] Patriciars Eae. J=d =1
| Ready | |June 24, 2002 4:24 Phd
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Sequential
Org Caode FY Number
2. Create atask agreement numbered asfollows. J {1253} 00 {0001}
3. Choose the option “FPDS NOT REQUIRED.”
™ Procurement Desktop =] x]

File Edit Procurement  Ukilities  Window  Help

|l2En D #| RS (8|laryaee| B

Type | Mumber I Prefix IJ j
He430020001
CREC- PEFO Document Mumber |J84SDD2DD1 C
SF 26 Contract

Descrigtion | CREC - PEFO

l’:E’ 7843002018
FINAL PAYMENT |

Receiving Cancel | L1341

’M* J843002001B/000+ 7 .
e TASKAGREEMENT@ pmtherna
Simplified Purchaze Mod Q2002 13:24
«|herma
4| I ny

TER/2002 1546

@ HE843002001 - CREC - PEFO prtherna
Folder
E RE6E002147 \" 031372002 09:54
o R| 886002147 YUMM(E@ figilber
Purzhaze Request R’
4| | ]

I June 24, 2002 3:22 Phd

4. Creation of the task agreement is for obligation purposes only. In the description of the task
agreement, type in a statement such as “This document serves as the obligation document for
Task Agreement Numberd issued under Cooperative Agreement Number H

. See attached task agreement and cooperative agreement for more

information.”
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5. Attach a copy of the cooperative agreement to the OF-347. Go to “Utilities” and select
“Document Import.” The document you are importing must be on alocal drive or adisk; it

cannot be on a shared network drive.

" Procurement Desktop
File Edit Procurement | Utiities Window  Help

S e

nlﬁ @ & m ! Docurnent Impart. ..

Docurnent Expott, .,

=2 B

‘word Processing
Spreadshest

‘ieb Browser
Reference Library., ..

Alerts 3

Organization Maintenance  #
Preferences. .,

E System Administtation
T

E &l reement Form

Fol 4|

. SURYEY PETR
Description

WSTRAL SURY

4]

.

Dutbox EE E

gl PR-MA f=i=1 B

5] PO-IMSF [zl =l B3| 5] CoNTRACTING J=) =] BT
5] PR-MO & (O =) R 2|0 x|
2]/ PR-IMSF F=d=] |} 5] Patriciats cans = w BT

=] BPA Calls a0 x|

gl PO-MA f=11=1 3
I Ready I iJune 26, 2002 10:30 Ahd
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Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

Y ou will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[T Select &l
2 Attachment(s) associated
& P1116020045101 26 Aug 2002 09:55
E HF C-F A0S Cooling Toweer-SOh dvhaarma
Atachment
S p1116020045/02 26 Aug 2002 09:53
E HFC-FAC-DC Cooling Towver-Prici dvhaarma

Atachment
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8. Onceyou click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop

Extemal Atachment

(=] =]
File Edit Procurement Utilities ‘Window Help
2o moag & 2% |& ar=mee| B
&l AM IN BOX =] E3 ||+ inbox M =] || =] Kimberly's Cabinet S [=]
Type | Mumher | Descipon el Type | Wumber | Descipon || Type | Mumber | Descrpion |1
£8 HFC-JELA-Exhibit Fabrication !EI R1180020104
HF Z-PISP-Exhibit Fabrication
SRSl im HFC- JELA-Exhibit Fabrication [ _ (O] %] Folder
‘E Type I Humber Description I Lazt Updated R1190020102
P cu [EYE 7119002008701 \ 0818/2002 081 =] Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelops g HF C-JELA-Exhihbit F j mlweolfe Folder
FROS 279 2
Ei:r_—l R1150020092
HF C-MERI-Exhihit Fabrication
Envelope Falder
Task Order
T115900200497i01 09 ar2002 06:1 EI Samples
Envelope =2 HFC-JELA-Exhibit Fahrication miwalfa Folder
Kl

4]

HF C-CREMO-Exhibit Fanels
Envvelope

HF C-AY Wini DV Cam
Envvelope

4] | 3

[

4] |

5] SAMPLES ==l E3
Zl Purchase Ca... [SI[=]

Ready

5| FY0O Purcha... [51[=] E3

gl Training 2|0 Zlcancelled Ac... [S][m]
I September 18, 2002 &:21 A

Outbox 2|0] x|

4 amM TEAM BOX =] [m]

273



APPENDIX B

OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

9. Approve using the “Award Approval” option.

" Approwal

—Approval templates

AWARD (Exizting Contracts - Mo FFS Link)

Asvard Spproval

—Approval for object

=0 T1190020097
10

=2 HFC-JELA-Exhibit Fakrication
Task Order

- Approval types for selected template ——

Awvard § Obligate Approval

OK

Cancel

Y ou will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

Maintrame ; |
Login 1D

Passward ;

FFS Login I |

Password ;

OK Cancel

Host FFS SEC1 Code i

Please enter your SEC1 Code

Secl Code ;

OK
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INTERAGENCY ACQUISITION AGREEMENTS:

1. Create an interagency acquisition agreement by choosing “Procurement,” “Pre-

Award/Award,” “Awards,” and the “1A Agreement.”

" Procurement Desktop

File Edit | Procurement  Utilities  Window  Help

‘e sl ar= 2

IEX:

Reguirements

If Ij I|I }:\ T Ij
Post-Award

ReleasefIssue

Milestone Plan,. .

APPENDIX B

= e

Solicitations

3

Audit Tracking
wendor Dispute Tracking

@ |

Simplified Purchase

BPA Setup
Conkrack

1A Agreement

D H243002001 - CREC - PEFO

Announcement
Attachment. ..
Checkis..
Q:lrres!nondence ’ N umnber I Description | Last Updated
EC Actions 3
062472002 1611 &
EPDS 3 1=
0020001 - BLM - CAD. SURVEY prifherna
Reports
warkload y f3020142 061972002 135
of MM - G1250020011 pmtherna
Folder
R1253020143 061972002 13:2
State of MM - G1250020010 prifherna
Folder

06/06/2002 15:4

T Inbox = [m] Z| PR-MO = [m] Z PO-MO J=2m]
S| PR-MA J=2m] 5] PR-IMSF J=2m]
| Ready | |June 24, 2002 4:39 Phd

5] Patricia’s Ca... 1=l B3

prmtherna b
Folder
-
4| | Pl
Outbox ==l B3| | 5 Po-1MSF ==l B3| | 5 conTrACTING [EX[m] B

Z] BPA Calls J=2ml B
5] PO-MA J=2m]
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2. Interagency acquisition agreements are numbered as follows:

Sequential
Org Code F Number
E {1253 00 {0001}
File Edit Procurement  Uklities  Window  Help
|[camong & 2% & arg2e |l
prt [F <
_Tope | Mumber Document humber 1250020001
F1250020001
BLM & PETR - Dezcription IEILM & PETR - CAD. SURVEY
Interagency Agreement Fom =|0j =
ancel | b ibTa

02 1345
a

4| [ _’Igl 13:2

==t p ™

Folder

06/06/2002 15:4
D H243002001 - CREC - PEFO prtherna b
Folder

4| | Pl

5] PO-IMSF =] Ed || 5 contracTinG = =1 ET
S PR-MO El=]Ed || 5Po-M0 El=IEd || 5eeacals E=ET
S| PR-MA El=l B3| | 5 PR-1MSF El=l B3| | 5] Patricia’s Ca... El=] BF || 5]/ Po-Ma J=2ml B

| Ready | |June 24, 2002 4:38 P
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" Procurement Desktop

File Edit Lines

Window Help

APPENDIX B

= E3

lzemoon & 28 |& ary92e B

PR-MA

" BLM & PETR - CADASTRAL SURY

=] E3

| tems 1-?| tems 610 (Lines) | kems 11-15 | Clauses | addh Data |

INTER/INTRA-AGENCY
AGREEMENT

1.PAGE 1 of

T

2. REQUISITION MO,

3. DATE PREPARED 4, AGREEMENT MO,

062452002 F1230020001

38, MODIFICATION MO, Sh. TASK ORDER MO.

. T [Agehcy, hake, telephohe nirnber of performing
agency)

1 -

Add

7OFROM.  fAgency, narme, telephone namber of ariginator)

IMSF - ACG - Contracting, Cooperative Sgreements
1100 Old Santa Fe Trai

Sarta Fe, N a7and-0725

(303) 985-6085

Delete |

| Ready

I [June 24, 2002 4:40 PR

277



OBLIGATING AGREEMENTS IN PROCUREMENT DESKTOP

" Procurement Desktop
File Edit Lines Window Help

APPENDIX B

=] ]

|l=esED D # RS (&|laryeae | B

"¥ BLM #& PETR - CADASTRAL SURY
| tems1-7  mems 810 (Lines) | tems 11-15 | Clauses | add Data |

I[=] E3

Line Item |Interagency Aareement: Ttems 8-10 (Lines)|
Summary
Contract-Level Funding Add
temsSubitem Total Cost
Murmber Description Guantity Unit Unit Cost (Includes Discounts)
D oo PERFORM CADASTRAL BOLF 0.00 0.000 0.0o
- Total Funding F0.00 Total Cost F0.00
Header Text Footer Text
= PR-MA
| Ready | |June 24, 2002 4:41 Phi
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" Procurement Desktop

File Edit

Lines

window  Help

APPENDIX B

2o g # RS |(&|lary=see | B

Sl PR-MA

“"BLM & PETR - CADASTRAL SURY

| tems1-7 | temsgnines) Kems 1145 | Clauses. | Adc Data |

[_[O] x|

11. UMDER THE AUTHORITY OF:
3 USC 1535 [Ecanamy Act)

p-L 101313

12a. METHOD OF PAYMENT

 Advance
¥ Reimbursemert

 Progress
 Cther

13, MAIL INYOICES TO  (Payment will be made by)
IMSF - ACG - Cortracting, Cooperstive Adreement:
P.O.Box 728

Santa Fe M ava04-0728

12k, AGENCY LOCATION CODE (ALC)
|1 4100039

12c. OVERRUN ALLCWWED

| 0.00% or

$i0.00

Delete |

14. FUNDS FOR PROCUREMENT ARE PROPERLY CHARGEABLE TO THE ALLOTMENT SET FORTH BELOWY, THE

= |ANAILABLE BALANCES OF WyHICH ARE SUFFICIERT TO COWER THE ESTIMATED TOTAL PRICE.

ACCOUNTING AMD APPROPRIATIONS DATA ACCOUNTING PERICD
Ho Funding Sources Defined | ,'l
15a. Authorized Officer of Originating Agency Title: Drste:
|Patricia M. Fresouez-Hernandez | [cortract Specialist MSF Jpovonmong
15k, Authorized Officer of Performing Agency Title: Date:
| | Jpovonmong

| Ready

| [June 24, 2002 4:41 Fi
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3. Attach acopy of the cooperative agreement to the OF-347. Go to “Utilities’ and select
“Document Import.” The document you are importing must be on alocal drive or a disk; it
cannot be on a shared network drive.

" Procurement Desktop

=] %]

File Edit Procurement | Utiities Window  Help

[E==0=R

Docurnent Impart, .. |@ ? @ | m_«

Document Export.. .

“word Processing
Spreadshest

‘'eb Browser
Reference Library. ..

Alerts 3

Swstem Administration

. SURYEY PETR

Organization Maintenance  # —
Description

Preferences. ..

Fol

gresment Form

4] | i

<]

-

Outbox J=2m] 5| PO-IMSF J=2m] 5] CONTRACTING ==l

=l PR-MO J=2 =] B4 1Sl PO-F0 2=l B3 || 2] BPA Calls =|of x|

5l PR-MA 2=l EH || 5] PR-IMSF [=i=] B || 5] Patricia’s Ca... [Elm] BS |} 5] PO-MaA = Of x|
| Ready | |June 26, 2002 10:30 A
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If you are abligating funds through this interagency acquisition agreement:

4. Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

5. Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

Y ou will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[T Select &l
2 Attachment(s) associated
S P1116020045/01 26 Aug 2002 09:55
E HFC-FAC-DC Cooling Towwer-5C dvhaarma
Atachment
S P1116020045/02 25 Aug 2002 0953
E HFC-F&C-IDC Coaoling Towwer-Prici dvhaatms
Fetachment
OK
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6. Onceyou click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop

Extemal Atachment

(=] =]
File Edit Procurement Utilities ‘Window Help
2o moag & 2% |& ar=mee| B
&l AM IN BOX =] E3 ||+ inbox M =] || =] Kimberly's Cabinet S [=]
Type | Mumher | Descipon el Type | Wumber | Descipon || Type | Mumber | Descrpion |1
£8 HFC-JELA-Exhibit Fabrication !EI R1180020104
HF Z-PISP-Exhibit Fabrication
SRSl im HFC- JELA-Exhibit Fabrication [ _ (O] %] Folder
‘E Type I Humber Description I Lazt Updated R1190020102
P cu [EYE 7119002008701 \ 0818/2002 081 =] Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelops g HF C-JELA-Exhihbit F j mlweolfe Folder
FROS 279 2
Ei:r_—l R1150020092
HF C-MERI-Exhihit Fabrication
Envelope Falder
Task Order
T115900200497i01 09 ar2002 06:1 EI Samples
Envelope =2 HFC-JELA-Exhibit Fahrication miwalfa Folder
Kl

4]

HF C-CREMO-Exhibit Fanels
Envvelope

HF C-AY Wini DV Cam
Envvelope

4] | 3

[

4] |

5] SAMPLES ==l E3
Zl Purchase Ca... [SI[=]

Ready

5| FY0O Purcha... [51[=] E3

gl Training 2|0 Zlcancelled Ac... [S][m]
I September 18, 2002 &:21 A

Outbox 2|0] x|

4 amM TEAM BOX =] [m]
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7. Approve using the “Award Approval” option.

" Approwal

—Approval templates

AWARD (Exizting Contracts - Mo FFS Link)

Asvard Spproval

—Approval for object

=0 T1190020097
10

=2 HFC-JELA-Exhibit Fakrication
Task Order

- Approval types for selected template ——

Awvard § Obligate Approval

OK

Cancel

Y ou will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

Maintrame ; |
Login 1D

Passward ;

FFS Login I |

Password ;

OK Cancel

Host FFS SEC1 Code i

Please enter your SEC1 Code

Secl Code ;

OK
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If not obligating funds through thisinteragency acquisition agreement:

4. Usethe“AWARD (Existing Contracts— No FFS Link)” template.
TS

 Procurement Desktop
File Edit Procurement Ukilities  Window  Help

2D # | 28 (8|laryaee| B

" approval
— Approval for object

— Approval templat,

AWARD (Existing Contracts - Mo FFS Link) F1250020001
Avvard Approval ! BLM & PETR - CADASTRAL SURV

Interagency Agresment Form

— Approval types for selected template

Aweard [ Obligate Approval

Cancel |

LT He43002001 - CREC - PEFO pritherna
Folder

e

4| | M

Z| PO-IMSF J=1iml S| || S CONTRACTING [=1 ] B3
E S 5 | B s o< EE i 5 0] ]
Z| PR-MA J=1 =] S | S| PR-IMSE J=1 =] || 5| Patriciats Ca f=1 =] ES ) S

I Ready I iJune 25, 2002 9:02 Al

5. Once thistemplate is “ Approved,” then go to “Procurement” and select “Release/lssue.”

Outbox Jd ]
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CREATING A TASK AGREEMENT TO AN INTERAGENCY ACQUISITION
AGREEMENT:

1. Highlight the interagency agreement you created. Choose “ Procurement,” “Post-Award,” and
“Task Order.”

" Procurement Desktop !ﬂﬁ
File Edit | Procurement Utilities  Window  Help
Jl@@ Requirements 'F|§|ﬂk’@?@|m’+
Bre-Award f Award F |

Post-Award Modification 3

ReleasefIssue BP& Call

) Delivery Order
Milestone Plarn. .. =

Task er
Announcement =
Receiver
Attachment, ..
Checklist. .. Award Skatus Last Updated
Correspondence 3 sendor Performance 0 17
EC Actions r .
l;PDS N Ludik Tracking 2 3 =
- - Yendor Dispute Tracking
Reports
i Gloseglt
Workload 3 Termination
4] | 2
LT He43002001 - CREC - PEFO pmtherna
Folder
o
4] | vl

|| &) Po-1MSF =1 =] B3] | B ConTRACTING =] s B3|
7! Inbox ==l B3 =1 =l B | SliPOMO =1 1=1 S| Bepacalis T ] =1 B3|
B PR-MA J=1im=] B3 ) S PRETMSE [Ell=] S || 51 Patricia’s Ca... EI=] B3| 51 po-Ma 20| x|
[Reagy I’ [unez5 o0 sosan
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Sequential
Org Code FY Number
2. Create atask agreement numbered asfollows. H {1253} 00 {0001
3. Choose the option “FPDS NOT REQUIRED.”
. Procurement Desktop !EE

File Edit Procurement  Uklitizs  Window  Help

leamon # L8| 8 arsee |k

" Create New Task Order
Prefix IJ -1
Documert Number |J1 250020014
Description | BLM & PETR - CADASTRAL SURY

Twpe I ML
F1250
! BLM & Cancel | _;

Interagency Sgream

4| | oy
L[ He43002001- CREC - PEFO pratherna b
Folder

4 | ap

Outhox [=1[=] B3 ||| 5l PO-IMSE =l =1 B3|l 5 conTRACTING =1 =] EY
T Inbox |20 x| s E=10=] B} ) 5 Po-r0 Ell=[Ed|| s eeacals  [El=ES
S| PR-MA E=1i=l B3| | 51 PRIMSE [E21=1 B3| | 5 Patriciats cans EX =] B3| | 5 Po-ra Ell=l B3
I Ready I IJune 246, 2002 9:12 Al

4. Creation of the task agreement is for obligation purposes only. In the description of the
purchase order type in a statement such as “ This document serves as the obligation document
for Task Agreement Numberd .~~~ issued under Interagency Acquisition
Agreement NumberH . See task agreement and interagency acquisition
agreement for more information.”
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APPENDIX B

5. Attach acopy of the cooperative agreement to the OF-347. Go to “Utilities’ and select
“Document Import.” The document you are importing must be on alocal drive or a disk; it
cannot be on a shared network drive.

" Procurement Desktop
File Edit Procurement | Utiities Window  Help

|l2amo T .

Outbox

Docurnent Impart, .
Document Export.. .

[_[=] %]

=2 B

‘word Processing
Spreadshest

‘'eb Browser
Reference Library. ..

Blerts 3

System Administration

Qrganization Mainkenance  »
Preferences. ..

Fo v Toolbar

[ Inte reement Form
Fol
Fol

. SURVEY PETR
Description

7, Inbox 20| ]
&l PR-MA [=11=1 B3 ) 5] PREIMSE 210 x|
I Ready I IJune 26, 2002 10:30 &l

5] PR-MO Ell=1E5 | 5 pora
& Patricia's Ca... [=l[=]

=] BPA Calls 20|
gl PO-MA [=a[=]
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Validate your document for Electronic Commerce transmission by choosing “Procurement,”
“EC Actions,” and then “EC Validate.”

Once the document has passed EC Validation, electronically submit by choosing
“Procurement,” “EC Actions,” and then “EC Submit.”

Y ou will be prompted for the document(s) that you want to attach to your award document.
Highlight all that you want to attach or check the “select all” box if this applies.

[T Select &l
2 Attachment(s) associated
S P1116020045/01 26 Aug 2002 09:55
E HFC-FAC-DC Cooling Towwer-5C dvhaarma
Atachment
S P1116020045/02 25 Aug 2002 0953
E HFC-F&C-IDC Coaoling Towwer-Prici dvhaatms
Fetachment
OK
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8. Onceyou click okay, you document(s) will be issued and electronically awarded. A yellow
lightning bolt will appear beside the document(s) that were submitted.

" Procurement Desktop

Extemal Atachment

(=] =]
File Edit Procurement Utilities ‘Window Help
2o moag & 2% |& ar=mee| B
&l AM IN BOX =] E3 ||+ inbox M =] || =] Kimberly's Cabinet S [=]
Type | Mumher | Descipon el Type | Wumber | Descipon || Type | Mumber | Descrpion |1
£8 HFC-JELA-Exhibit Fabrication !EI R1180020104
HF Z-PISP-Exhibit Fabrication
SRSl im HFC- JELA-Exhibit Fabrication [ _ (O] %] Folder
‘E Type I Humber Description I Lazt Updated R1190020102
P cu [EYE 7119002008701 \ 0818/2002 081 =] Ei:_—l HF C-MANZ-Exhihit Fabrication
Envelops g HF C-JELA-Exhihbit F j mlweolfe Folder
FROS 279 2
Ei:r_—l R1150020092
HF C-MERI-Exhihit Fabrication
Envelope Falder
Task Order
T115900200497i01 09 ar2002 06:1 EI Samples
Envelope =2 HFC-JELA-Exhibit Fahrication miwalfa Folder
Kl

4]

HF C-CREMO-Exhibit Fanels
Envvelope

HF C-AY Wini DV Cam
Envvelope

4] | 3

[

4] |

5] SAMPLES ==l E3
Zl Purchase Ca... [SI[=]

Ready

5| FY0O Purcha... [51[=] E3

gl Training 2|0 Zlcancelled Ac... [S][m]
I September 18, 2002 &:21 A

Outbox 2|0] x|

4 amM TEAM BOX =] [m]
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9. Approve using the “Award Approval” option.

" Approwal

—Approval templates

AWARD (Exizting Contracts - Mo FFS Link)

Asvard Spproval

—Approval for object

=0 T1190020097
10

=2 HFC-JELA-Exhibit Fakrication
Task Order

- Approval types for selected template ——

Awvard § Obligate Approval

OK

Cancel

You will be prompted for your USGS and FFS Logins in order to make the award. When the
award is going through you will then be prompted for your SEC1 Code (this is the acronym

for your Region/Park).

Legacy FFS Login |

Please enter your
login ID and password

Maintrame ; |
Login 1D

Passward ;

FFS Login I |

Password ;

OK Cancel

Host FFS SEC1 Code i

Please enter your SEC1 Code

Secl Code ;

OK
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